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SUBUTCT: Transmission of Cables and Telegrams Via Government 
| Facilities, | , , a: - 
BEFECTIVE UNTIL 30 JUNE UNL'YSS SOONTR RYSCINDED 


1. POLLEY 


General Regulations [RR Suptls, 2 and 3 provide 
that government transmission channels shall be used Tor 
official messages only.’ Accordingly, personal messages shall 
not be transmitted via CIG facilities and official messages: 
shall not. contain any reference to personal matters. 


2, OPPICTALS AUTHORIZED “TO APPROV™ CABL'S AND TULZGRAMS 


Te insure that no personal or semi~personal telegrams or 
cables are transmitted through CIG transmission facilities and 
that: the wording of messages is clear and concise, specifie ine 
dividuals in each office will be authorized to review and approve 
all outgoing cables ana telegrams. The Assistant Director of*- 
eacn CIG office will designate the officials to perform this 
funetion, and will advise the Chief, Communications Division, 
Attention: Signal Center, in writing of the names of the in~ 
dividuals. so designated, and provide Specimen signatures in 
each tase. Changes in the.names of the individuals so authorized 
Shall, .as they occur, be forwarded to the Chief, Communications | 
Division, Messages not approved by properly designated officials 
Will not bé accepted for dispatch by the Signal Center, nor will - 
they be paid for from fovernment funds if dispatched from 
facilities outside the agency, (uxcept as provided for in Pare 
5 of this instruction, ) | ae, 


3. REVIT oF MASSAGTS PRIOR TO DISPATCH ; 


-The following criteria should govern in determing whether 
or not messages should be- dispatched via official channels: 


a The urgency df the business should be a determining 
factor, Any message which can be effectively handled 
ty air mail should not be transmitted by telegram or 
Cable. Dispatch of lengthy messages by telegram or 
Cadle should be held to the minimwa, 
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he Telegrams to vendors relative to delivery or payment 
for supplies and equipment should be initiated only 
oe ee by authorized procurement or finance officers of the 
se! i Pe % A, Branch, Oe ; 
Cc.  Talegrams to prospective appointees with refard to 
; oe _ positions, or tolegrans to empleyees regarding 
Pr, St De SS oie Se Pa, oy -. personnel matters should be initiated only by 
authorized recruitment or personnel officers. - 
d.. The General Accounting Office has ruled (Comp. Gen. 
© §=92370, 3/1/38) that where part of a telegram or 
.. Cable is construed as being of a personxl nature that. 
. the entire message will be considered personal and 
the responsible officer will be required to make re- 
-lnbursemeant at commercial rates. plus tax fer the cost 
of the entire message. Included in the eategory of 


(1) Advice to relatives regarding the arrival 
| er departure of an employee. 


(2) Requests for hotel reservations. However, 
the mention of hotel reservations in telegrams 
relating to official travel, between admin- 
istrative officials and employees may be ecn= 
sidered as merely incidentsl to the official 
business involvad.. (Comp. Gen. G-li7371, 2/2/h5) 


(3) Congratulatory messages of any kind, 


(4) Inquiries from or advice to employees re- 
_, Sarding extensions of leave, payment of. 
Salary or travel accounts, etc.” 


(5) Any message which may be construed as being 
to the primary interest or benefit of an 
individual rather. than the furtherance of 

{ficial government business, 


i: a ae L, COLLECT IMSsagss 
_., All incoming collect messages will be accepted unscreened 

by the Signal Center and forwarded to appropriate officials. 

If a -collsch massage is construed as. being personal rather than 

official, the receiving official will forward the message te- 

‘gether with .a memorandum of explanation to the Fiscal Section, 

Finance Division, and the Chief, Fiscal Section will proceed to 

effect a coliection at commercial rate plus tax from the respon- 

sible party, or ‘take other appropriate action, ae 
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5. EXCEPTIONS 


In instances where for security reasons official messages 
are dispatched directly through regular commercial facilities 
in accordance with applicable security plans » the sender will 
pay the cost of the message from his personal funds y» but may 

_ make claim for reimbursement ‘thereof in accordance with existing 
‘CIG Regulations, _ 


FOR THY DIRSCTOR OF CENTRAL. INTELLIGINCE? 


Executive for Personnel 
and Administration 


* Attachments - None 


Distribution ~ A 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. C, 


MEMORANDUM ll February 1947 


NUMBER [RR - 9/26/47 - renunver IJ aan. tnstruc.) 


SUBJECT: Transmission of Cables and Telegrams Via Government 
Facilities. | 


EFFECTIVE UNTIL 30 JUNE UNLESS SOONER RESCINDED 
rset aenen emma cemerememmemmatneimentnimemenemen rea tne ne meee ata N echt 
1. POLICY 


Ceneral Regulations MMM sup'is. 2 and 3 provide that 
government transmission channels shall be used for official 
mest yes only. Accordingly, personal messages shall not be 
trensmitted via CIG facilities and official messages shall 

not contain eny reference to personal matters. 


2. OFFICIALS AUTHORIZED TO APPROVE CABLES AND TELEGRAMS 


To insure that no personal or semi-personal telegrams or 
cables are transmitted through CIG transmission facilities and 
that the wording of messages is clear and concise, specific in- 
dividuals in each office will be authorized to review and approve 
all outgoing cables and teleprams. The Assistant Director of 
each CiG office will designate the officials to perform this 
function, and will advise the Chief, Communications Division, 
Attention: Signal Center, in writing of the names of the in- 
dividuals so designated, and provide specimen Signatures in 
each case. Changes in the names of the individuals so authorized 
shall, as they occur, be forwarded to the Chief, Communications 
Division. Messages not approved by properly designated officials will 
will not be accepted for dispatch by the Signal Center, nor will 
they be paid fox from government funds if dispatched from facilities 
outside the ageicy. (Except as provided for in Par. 5 of this 
instruction.) 


3. REVIEW OF MESSAGES PRIOR TO DISPATCH 
ec eae a se A EAE CT 


The following criteria should govern in determing whether or - 
not messages should be dispatched via official channels: 


a. The urgency of the business should be a determining 
factor. Any message which can be effectively handled 
by air mail should not be transmitted by telegram or 
cable, Dispatch of lengthy messages by telegram or 
cable should be held to the minimum. 
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b.. Telegrams to vendors relative to delivery or payment for 
supplies and equipment should be initiated only by authorized 
procurement or finance officers of the P, & A. Branch, 


c. Telegrams to prospective appointees with regard to positions, 
or telegrams to employees regarding personnel matters should be 
initiated only by authorized recruitment or personnel officers. 


d. The General Accounting Office has ruled (Comp. Gen. A-92370, 
3/14/38) that where part of a telegram or cable ig construed 
a8 being of a personal nature that the entire message will 

be considered personal and the responsible officer will be 
required to make reimbursement at commercial rates plus tax 
for the cost of the entire message. Included in the category 
of personal messages are the following subjects: 


(1) Advice to relatives regarding the arrival or 
departure of an employee. 


(2) Requests for hotel reservations. However, the 
mention of hotel reservations in telegrams 
relating to official travel, between admin- 
istrative officials and employees may be con- 
sidered as merely incidental to the official 
business involved. (Comp. :Gen. G-47371, 2/2/45) 


(3) Congratulatory messages of any kind. 


(4) Inquiries from or advice to employees re- 
garding extensions of leave, payment of 
salary or travel accounts, etc. 


( (5) Any message which may be construed as being 
to the primary interest or benefit of an 
individual rather than the furtherance of 

official government business. 


4. COLLECT MESSAGES 


All incoming collect messages will be accepted unscreened by 
the Signal Center and forwarded to appropriate officials. Ifa 
collect message is construed as being personal rather than official, 
the receiving official will forward the message together with a 
memorandum of explanation to the Fiscal Section, Finance Division, 
and the Chief, Fiscal Section will proceed to effect a collection 
at commercial rate plus tax from the responsible party, or take 
other appropriate action. 
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: _ In instances. where for security reasons official messages are 
i dispatched directly through regular commercial facilities in 
accordance with applicable security plans, the sender will pay the 
cost of the message from his personal funds, but may make claim for 
reimbursement thereof in accordance with existing CIG Regulations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 
ecutive for Personnel 
: and Administration . 
Attachments - None 
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